1. Make sure your Parameters include “Percentage: 80" and
“*Run Type: Vacation”

2. Change the “As of Date” and “Business Unit” per your request. If you
want to narrow down your search by Department, you may also enter
a value in the “Department” field.

3. Checkbox “Create report” and “Create merge file:”. Name your file
accordingly and be sure to follow the file name with “.dat”.

a. For example: <<MailMerge.dat>>
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{ Run Parameters
Run Control ID: LeaveaccruallimitRpt Report Manager  Process Monitor Fun
As Of Date: |1DI1 812005 [ Percentage: | 30 *Run TypelVaEaTiDn 'l
Business Unit: |A124D Q Auditar & Cantraller
Department: I QL
Leave Plan: I '}
¥ Create report
¥ Create merge file:
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4. Click the “Run” tab. This will lead you to the Process Server Request
page.

5. Make sure this page includes the following: “Server Name: PSUNX?;
“*Type: Web” and “*Format: PDF”, then click “Ok”. You will return to
the Run Parameters page.
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Process Scheduler Request

User ID: 0256495 Run Control ID: |eavesccruslLimitRpt

|1 01852005 el
|11:44:55AM Resetta Current DatelTime

Server Name:

Recurrence:

Time Fone:

Select Description Process Name Process Type

Type *Format Distribution
[~ Leave Accrual Limit Report SDPYD9M SOR Report

[wen =] [POF  =||Cistribution
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I oK I Cancel |

6. Click “Process Monitor”. This will lead you to the Process List.

7. When the report status is Successful and Posted, click the “Details”
link.
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/ Process List {_ ServerList |

User ID: IDESEQS Q. Type: | j Last: |_1 |Days j Refresh I
Server: I 'I Name: I a, Instance:l to |

Run I vl Distribution I j ¥ Sawve On Refresh

Status: Status

Process List

Select Instance Sed. Process Type $ User Run DateTime w Details
- 35433 SOR Report SDPY0901 025695 101852005 11:44:958M PDT ISUCCESS Fosted MI
- 3543 SQR Report SDPY0901 025695 10M8/2005 11:33:49AM PDT Success Fosted Details
- 35430 SQR Repart SDPY0901 025694 10/185200511:33:00AM PDT Success Faosted Details
- 35426 SQR Repart SDPY0901 025694 10/187200511:10:39AM PDT Success Faosted Details

8. Click the “View Log/Trace” link.



Process Detail

Instance: 35433 Twpe: SQR Report

Name: SDPY0e01 Description: Leave Accrual Limit Report

Run Status: Success Distribution Status: FPosted

Run Control ID: LeaveAccruallimitRpt ' Hold Request

Location: Server © Queue Request
~

Server: PEUIMN Cancel Request
' Delete Request

Recurrence: € Restart Request

Request Created On: 1071252005 11:591:09AM POT Farameters Transfer

Run Amytime After: 10018520058 11:44:59558M POT Message Log

Began Process At: 10011252005 11:51:08AM PDT Batch Timings

Ended Process At: 1001852005 11:51:13AM POT View Log/Trace

ok || cancel |

9. Open the “.dat” file.

View Log/Trace

Report ID: I2RTT Process Instance: 37433 Messade Log
Hame: SOPY0a01 Process Type: SR Report
Run Status: Success

Leave Accrual Limit Report

Distribution Node: FTPMT Expiration Date: |1 1roa2ona
File List
Name File Size {bytes) Datetime Created
Mailkerie. dat 12,346 101852005 11:51:13.000000AM PDT
Messade Log 1,739 10182005 11:91:13.000000AM PDT
sopy0901 35433 PDF 18,400 101820048 11:581:13.000000AM POT
Trace File F2a 1082006 11:51:13.000000AM POT
Distribute To
Distribution ID Type *Distribution ID

isar 0256495




10. Save this file on your desktop (or any accessible folder), making
sure to save it as a “text file (*.txt)”.
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11. Now, open the generic Maximum Vacation Balance letter template
<<file name: MaxVacLetter.doc>> in MSWord.

12. Click on “Tools”, then “Letters and Mailings”, then “Mail Merge”
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Step 1. A menu on the right-hand side will open. Select “Letters”
under “Select document type”. Then click “Next” at the bottom of the

page.
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Step 3: Under “Select recipients” select “Use an existing list”, then click
“Browse”. Find the .dat file, saved as a text, from before. The file in this
sample was saved as <<MailMerge_dat.txt>>.
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A new tab, titled “Mail Merge Recipients”, will open with the employees’
data. Verify that this is the correct data. If so, click “Ok”. If not, edit the list
or select a different file. Then, click “Next”.

Step 4: The right-hand menu will now read “Write your letter”. Within this
menu you may insert more fields into the letter. Click “Next”.

Step 5: Now, the Maximum Vacation Balance letter template should be
filled with the necessary data from the .txt file. Each employee will be listed
separately on different pages. It is possible to preview each individual letter
by clicking the arrows under “Preview your letters” in the menu bar. Click
“Next”.
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Preview your letters
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recuire that employees be notified when they have reached 80% of their Maximum 7 Editrecipient lst...

Wacation Balance. Exclude this recipient

when you have finished previewing
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This letter is to notify you that your current vacation balance of 200,00 hours is within
80% of your maximum vacation balance of 200,00 hours as of 10/18/2005.
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Complete the merge Step 6: The right-hand menu will now read
lMt-?ilMerge is ready to produce your — “Complete the merge”. Within this menu you
e may Print or Edit (personalize) the letters.

To personalize your letters, click
"Edit Individual Letterz." Thig will
open a new docurnent with yor
merged letters. To make changes to
all the letters, switch back to the
ariginal document.
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